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1(A) What should be the objectives of an effective training programme?

Training is an investment that businesses make in their workforce. Like any investment, it must have a payoff if it is to be considered worthwhile. An immediate objective of training is to give employees the skills they need to become better workers, resulting in financial gain. Other objectives include creating a supportive workplace, so employees know they are valued and feel more satisfaction in their jobs.

Increase Efficiencies in Processes

The main purpose of training is to ensure that all employees have the technical skills needed to perform the job efficiently and smoothly. While technical training can be job-specific, programs typically focus on the hard skills an employee needs to meet the key performance indicators associated with the role. Employees who are competent and up-to-date with industry best practices are more productive and have fewer accidents. These factors help to position your business as a strong competitor within your market.

Increase Motivation and Engagement

Giving people the knowledge, education and tools to work better, win promotions and fulfil their career potential shows employees they are valued. Employees who feel appreciated tend to feel motivated in their work and are more satisfied with their jobs. Naturally, this creates loyalty, engagement and enthusiasm among staff – attributes that boost performance and benefit the organization.

Reduce Employee Turnover

An important aspect of training is to give context to a worker's role, so he understands how his daily efforts support the wider company mission. Workers who are stuck in job-related silos tend to feel disenfranchised about their jobs; this has long been associated with increased rates of absenteeism and turnover. Studies suggest that it costs anywhere from 16-to-66 percent of an employee's salary to replace someone who quits. So, there are considerable cost savings to be made from helping an employee feel like a relevant and valued part of the organization, so she is far less likely to leave.

Upskill Employees

Training presents an opportunity to expand the knowledge base of employees – addressing weaknesses, upskilling them to do new and different tasks and allowing them to work independently without supervision. Upskilling not only keeps employees fresh, independent and motivated, it also enhances the company's profile. A good company is seen as one that develops and retains staff rather than churns, so having a strong and consistent training policy makes a company more attractive to hires. Leadership and management training programs are especially appealing both for graduates and mid-career employees since they show that a company is committed to promoting staff from within.

Risk Management

Certain types of training are specifically designed to minimize the risk to workers and the organization in terms of accidents, safety code violations, lawsuits and customer complaints. Diversity training, training about sexual harassment, workplace safety training, customer service training and other quality initiatives can all help businesses to develop their services and competitiveness while minimizing any hazards along the way.

1(B)How are training needs assessed in an organisation?

In one form or another, organizations perform a training needs assessment before embarking on a development program. These assessments range from simple awareness to an extensive multi-faceted analysis to identify gaps in development and determine the right additions to the development process.

Most organizations can benefit from a better method to assess your organization's needs. Without this process, an organization may be merely guessing what training or programs may be needed.

STEP ONE: START WITH THE BIGGER ORGANIZATIONAL PICTURE

Background information is an essential part of the needs analysis. It allows the report to have much-needed context and grounds the specific recommendations in the organization’s culture, objectives, and history.

Think about what the organization has done in the past and where it wants to go in the future. It’s important to know the desired organizational outcomes and how those connect to the strategy. Are the goals related to performance, leader development, or team effectiveness? 

STEP TWO: UNDERSTAND THE CURRENT PERFORMANCE

Next, focus on the program. The right development opportunity will take into consideration performance improvements and learning objectives, as well as who should be participating. To select or develop the proper program, consider current skill levels in comparison to needs. The gap where employees are not comfortable or able to perform certain skills shows a target for development. 

STEP THREE: GET TO KNOW THE IDEAL PARTICIPANTS

The last important element of the selection and evaluation process is the individuals who will be participating in the program. To determine who should be part of the program, identify key leaders or emerging leaders who will tie back to the larger organizational goals and strategy.

This critical step is outlined in recent research from Bersin by Deloitte*, identifying that when organizations craft development programs that are targeted to various leader segments, the organization and the leaders thrive. Determining who the ideal participants are is an important part of the upfront analysis of needs. 

STEP FOUR: FOCUS ON THE EVALUATION

After you have a big picture understanding of the company, culture, strategy, and goals, it’s time to look at how the program will be evaluated. In order to prove success, the outcomes must be measurable and correlated to the organization’s larger strategy.

 1(C) Outline the essential steps involved in training process ?

There are many theories in relation to setting up a training process, here we discuss the Training and Development Society steps, 

Step 1 – Assess Organisational Training & Development Needs

You have a need and you want the training program to address that. It may be a new product that requires a total revamping of the production line, or just want some changes to increase the output of an existing product. On both counts, you want employees to understand and adopt themselves to the new production flow and increase their in-line efficiency.

Step 2 – Define Your Training Objective

The business goal has been defined. Now let’s see how to assess the training requirements for this goal. You need to be clear about:

1. Step 1 – The business goal the training supports;

2. The roles and responsibilities of your employees in achieving that goal; and

3. The kind of training needed to ensure they are able to fulfil these roles and responsibilities.

So defining this kind of training objective is the most important aspect of the program. It gives the program direction, and serves as a yardstick to measure success. Put simply, the training will be judged as successful if your employees are able to successfully perform the tasks they were trained for.

In order for this to happen,

· The objective must be stated clearly and should make sense to everyone involved;

· It should be achievable;

· It should be relevant to the training; and

· It should be measurable.

Put the objectives clearly across to your employees and appraise their understanding of the same through tests, quizzes and practical exercises.

Step 3 –  Training Program Design

A complete plan that includes learning and instructional methods, content matter, content flow and other such aspects.

· Design keeping in mind the needs of your employees, and not that of the trainer.

· Always create content around your training objective.

· Design using the training principles for adults (see below).

· Introduce as many practical sessions as possible in the program.

· Design an interactive program. Introduce Q & A sessions.

· Break the sessions into short segments.

· Ensure proper flow and connect between the segments.



Step 4 – Adopt Training Principles for Adults

Remember that you are proposing to train adults. The training program has to factor in their unique learning characteristics. They:

· Are experienced, self-motivated and goal oriented;

· Prefer training that helps in their advancement;

· Prefer task oriented and relevant training programs; and

· Have pride in their industry knowledge that needs to be respected.

Step 5 – Training Program Development

Start developing on the design and create your training materials, training manuals, training notes for the instructor, PowerPoint presentations, charts, posters and other materials for hands-on practical sessions.

Step 6 – Training Program Implementation

This is where all the preparation that you have done so far will actually be rolled out. A few points to remember for effective implementation:

· Schedule training activities well in advance and mobilise the required resources;

· Decide the location for the program based on the size and kind of training rooms you need.

Step 7 – Evaluate Your Training Program

The last phase before you can sit back and relax. Evaluate the design and development of the program, the effectiveness of the program, and the degree of success achieved.

· Employee Feedback: Get employee feedback about the program. Was it informative, helpful, riveting? Do they have any suggestions to make it better? Collecting this kind of feedback from employees who participate in training sessions will help you come up with new and improved program versions.

· Employee Assessment:  This must be done during the training sessions. Evaluate how much employees have actually understood about the training. This can be done using mini quizzes, practical exercises, etc. In brief, you want to make sure they are aware of the training objective and the process to achieve it.

· Program Assessment: After your trained employees report back to work, conduct on the job evaluation of the training program to measure its effectiveness in achieving the objectives.

Conclusion:

Creating training and development programs for employees is of vast importance, and needs to be treated with the respect that it deserves. In order to deliver the desired results, the program requires a dedicated team. Your senior staff may agree to share the burden and teach the rest of your employees, but that won’t produce the results you expect.

1(D) List some job training techniques ?

Some of the useful methods and techniques you can use for training employees are: 1. Vestibule Training 2. Role Playing 3. Lecture Method 4. Conference or Group Discussions 5. Programmed Instruction (PI) 6. Audio-Visuals 7. On-the-Job Training 8. Simulation.

These different methods can be broadly classified as:

(i) On-The-Job Training:

The training methods that are applied in the work place can be referred to as on-the- job training.

(ii) Off-The-Job Training:

The training methods that are used away from the work place can be termed as off- the-job training.

Some of the training methods are new whereas others are improvement over the traditional methods. These training techniques represent the medium of imparting skills and knowledge to employees.

The different methods of training are as follows:

1. Vestibule Training:

Here training takes place away from the work place but uses all the equipments, materials and methods that resembles the actually ones used in job performance. In this method the actual work conditions are simulated in classroom. A special space is set aside from the actual production area and is equipped with furnishings similar to the actual work place.

The advantages of this method are training process that takes place without disrupting the ongoing operations. The trainees are not pressurized by expecting them to produce while learning.

The disadvantages are—the cost involved in this method is high. Further it will not be possible to replicate the actual pressure that an employee faces during the job into this artificially created environment.

2. Role Playing:

It is defined as a method of human interaction that involves realistic behaviour in imaginary situation. This method involves creation of realistic situation in which the participants assumes and plays the role of a specific personality in the situation.

This method involves action, during and practice. The main intention in this method is the development of interpersonal relations and thereby promotes better inter-personal interaction and attitudinal changes.

3. Lecture Method:

It is a direct method of instruction that involves a verbal presentation of information by an instructor to a large audience. The instructor organises the material and gives it to a group of trainees in the form of talk. By motivating and creating interest among the trainees this method can be made effective.

However, when this method is used in combination with other training methods it can be very effective.

4. Conference or Group Discussions:

In this method of training, a group of people freely discuss and pose ideas, share and examine the information or idea, test and evaluate them and finally draws conclusions on various aspects that contributes towards the improvement of job performance.

The main advantage of this method is that there is the involvement of all the participants and there is two-way communication but the success of this method depends on the leadership qualities of the person leading the group.

5. Programmed Instruction (PI):

In this method of training there is no intervention of a trainer. The subject-matter to be learned is presented in a series of planned sequential units. After reading each part, the learner must answer a question about it for which feed back in the form of right answers is provided.

The advantages of PI are—it is self-paced, this method offers much scope for practices as the study materials are structured and self-contained.

There are a few limitations of this method. They are, though there is scope for learning through practice, the scope of learning offered by other method is much more. This method is expensive and time consuming.

6. Audio-Visuals:

Audio-visual training methods are used widely in these days. This method makes use of slides, overhead projectors, television, video-tapes, audio-tapes and films. The main advantage of this method is that the quality of the presentation will remain equal for all training groups.

Further, the impact is better compared to the other methods like lectures, seminars. But this method constitutes a one-way communication and hence there is no scope for doubt clarification for the participants. Since the presentations are standardized, it may not cater to the specific requirements of the individual audience.

7. On-the-Job Training:

Here the training is conducted at the work site and in the contact of the job. The trainer who will be an experienced worker demonstrates the job on to how various tasks are performed. This method is often used in industrial training where the workers actually work on the machine.

The advantages of this method of training are: it is less costly; the effectiveness of the training is very high as it involves actual demonstration and the trainees actually experience the job to be done. The disadvantage is that, since the training process takes place in the work spot, on the machines, it will affect the smooth functioning of the production.

8. Simulation:

In this method of training the equipment or techniques of the actual job is duplicated to create a realistic decision-making environment for the trainees. The best example of this is the aircraft simulation. The pilots undergo this training. The aircraft contacts are simulated so that the pilots under training feel as though they are actually flying the aircraft.

The advantage of this training method is that the result of the decisions the trainees make are reported back to them with an explanation of what would have happened had they actually been made in the work place. This avoids costly mistakes. But this method is very expensive.

1(E) How do training programmes benefit an organisation ?

Some of the benefits of training employees for an organization are as follows:

(1) Economy in Operations:

Trained personnel will be able to make better and economical use of materials and equipment’s. Wastage will be low.





In addition, the rate of accidents and damage to machinery and equipment will be kept to the minimum by the well- trained employees. These will lead to less cost of production per unit.

(2) Greater Productivity:

A well trained employee usually shows greater productivity and higher quality of work-output than an untrained employee. Training increases the skills of the employees in the performance of a particular job. An increase in the skills usually helps to increase both quantity and quality of output.

(3) Uniformity of Procedures:

With the help of training, the best available methods of work can be standardised and made available to all employees. Standardisation will make high levels of performance rule rather than the exception.

(4) Less Supervision:

If the employees are given proper training, the responsibility of supervision is lessened. Training does not eliminate the need for supervision, but it reduces the need for detailed and constant supervision.

(5) Systematic Imparting of Skills:

A systematic training programme helps to reduce the learning time to reach the acceptable level of performance. The employees need not learn by trial and error or by observing others and waste time if the formal training programme exists in the organization.

(6) Creation of Inventory of Skills:

When totally new skills are required by an organization, it has to face great difficulties in employment. Training can be used in spotting out promising men and in removing defects in the selection process. It is better to select and train employees from within the organization rather than seek the skilled employees from outside sources.

(7) Higher Morale:

The morale of employees is increase if they are given proper training. A good training programme will mould employees’ attitude to achieve support for organisational activities and to obtain greater cooperation and loyalty. With the help of training, dissatisfaction, complaints, absenteeism and turnover can be reduced among the employees.



1(F) What is the difference between training and development?

Employee training and development is an indispensable part of human resource function and management. Both the activities aim at improving the performance and productivity of the employees. Training is a program organized by the organization to develop knowledge and skills in the employees as per the requirement of the job. Conversely, Development is an organized activity in which the manpower of the organization learn and grow; it is a self-assessment act.

In training, the employees are imparted technical knowledge and skills related to the particular job and stresses on improving the abilities of each worker. In contrast, development is a sort of educational process which focuses on the growth and maturity of the managerial personnel. Below, shows the difference between training and development, in tabular form.













		BASIS FOR COMPARISON

		TRAINING

		DEVELOPMENT



		Meaning

		Training is a learning process in which employees get an opportunity to develop skill, competency and knowledge as per the job requirement.

		Development is an educational process which is concerned with the overall growth of the employees.



		Term

		Short Term

		Long Term



		Focus on

		Present

		Future



		Orientation

		Job oriented

		Career oriented



		Motivation

		Trainer

		Self



		Objective

		To improve the work performances of the employees.

		To prepare employees for future challenges.



		Number of Individuals

		Many

		Only one



		Aim

		Specific job related

		Conceptual and general knowledge











ACTIVITY

Training can transform your business. It can give your people the skills and know-how they need to thrive. It can even be the edge your organisation needs to stay ahead of the competition. In fact, a great training programme will entice top-talent to join your company, and it will keep them there once they’ve joined.

It’s hard to overstate the importance of training in today’s workplace. It can change the culture of your organisation. This means that a training needs analysis (TNA) is supremely important. It’s your chance to plot the route to training success.

If you get it right, you’ll deliver the right training, in the right way, to the right people. On the other hand, skipping a training needs analysis altogether is the L&D equivalent of trying to pin the tail on the donkey whilst blindfolded.

WHAT IS A TRAINING NEEDS ANALYSIS?       

When you strip it right back, a training needs analysis is a process which helps you review the state of your organisation’s training. With it, you can identify the knowledge-gaps your organisation needs to fill. Once you know what’s missing, you can outline your priorities and shape your L&D strategy.

A training needs analysis gives you all the information you need to hone your L&D strategy into a well-oiled machine.

THE IMPORTANCE OF A TRAINING NEEDS ANALYSIS

A training needs analysis is the most important stage in any training campaign. But what are the objectives?

It’s all about getting your priorities in order:



1: WORK OUT THE AREAS OF GREATEST NEED

It will help you understand the skills and behaviours your organisation needs to advance. You can then identify which of these skills and behaviours are lacking.

2: AVOID WASTING TIME ON IRRELEVANT TRAINING

It gives you a clear understanding of the big picture. With this understanding, you’ll be able to pinpoint training that’s not needed, saving you time and money.

3: INCREASE YOUR RETURN ON INVESTMENT

Once you’ve identified the areas of greatest need and pinpointed surplus training, you can refine your L&D strategy. This helps ensure you’re funnelling investment into the areas that will deliver the best return. It also means you will stop wasting your budget on ineffective training.

HOW TO CONDUCT A TRAINING NEEDS ANALYSIS

STEP 1: IMAGINE

The best place to start with any training needs analysis is with your organisation’s mission and values. These will help you get to the core of why your organisation exists. Once you understand the mission, take a deep breath and close your eyes. Imagine what your organisation would be like if it was fulfilling every aspect of this remit. Ask yourself:

· What would your company culture be like if your values were being lived all day, every day?

· Which groups of people are key to delivering your organisation’s mission?

· What behaviours do your people need to deliver this mission?

This organisation, the one you’re imagining, is the one you need to bring to life. Your training needs analysis is your strategy to do so.



STEP 2: ASSESS

Step 1 will bring your ultimate goal into focus. With this clear vision, you now know what behaviours you need in your organisation. This means it’s time for you to work out how to get your people to adopt them.

BEHAVIOURS

BJ Fogg’s Behaviour Model outlines a path to behaviour change. His model explains that to affect behaviour change, you need three things: motivation, ability and a trigger. With these three things, you can inspire learners to achieve anything!

Of particular importance for a training needs analysis is the ability of your learners to change their behaviour. This means you need to understand what knowledge and support your learners require.

RESEARCH

Finding out what knowledge and support your people need calls for research. L&D professionals use lots of different techniques to do this, everything from focus groups to hiring consultants. The most common technique would be the use of surveys. This requires a form with a long list of capabilities. Learners would then self-report on these capabilities.

These days, such practices seem old fashioned. Many LMSs provide survey functionality, which makes rolling out surveys simple. 

However, the very best LMSs provide learners space to add their skills, talents and interests to their profiles. Other learners can even endorse them for these skills. On the Academy LMS, this functionality is called the Talent Tracker. You can report on the talents, skills and interests in your organisation, making it the perfect way to map your talent landscape







SCRUTINISE

Now that you have a full survey of your organisation’s talents, you can plot them according to the departments they sit in.

With this information, you’ll be able to identify skills which are lacking and where in the organisation they’re most needed. You can then sort through all the skills gaps you’ve identified and rank them according to importance.

STEP 3: PLAN

With all the detailed information you’ve gathered from your research, you have all the data you need to craft a training strategy.

This strategy should prioritise the skills which are lacking and critical to success. After addressing these core skills gaps, you can work your way down the priority ladder until you’ve run out of budget, or run out of skills gaps.

You can then decide how you want to deliver your training and how you will reinforce it so that your training leads to long-lasting behaviour change.

You’ll now be in a strong position to start working out your expected ROI. You can begin by working out how much money you’ve saved by cutting unnecessary training. Then, you can set metrics to measure the success of future training.

FINAL WORD

Once you’ve been through and completed a full training needs analysis, what’s left? Well, it’s time to put your plan into action. Every journey starts with a single step. When it comes to L&D, that first step is a training needs analysis.

And what a great first step it is too! As you’ve seen, when you undertake a thorough training needs analysis, it gives you all the data you could need. This helps ensure your training programme goes off without a hitch.







Continuing education (CE) is crucial for quality improvement in health care. The needs assessment of CE helps ensure effectiveness. However, such an assessment necessitates certain techniques that are commonly known as training needs analysis. In this activity the staff within a small nursing unit  (6 Registered Nurses) where questioned regarding their current level of capability and the training needs required to take them to the next Grade. The below form was utilised within this assessment. 



[image: Image result for training needs analysis form]



It may seem obvious but gathering feedback from your employees is as good a place to start, as any when trying to identify training needs. We’re not talking about the traditional employee surveys conducted by HR departments here - they tended to focus on specific productivity needs within the business, rather than what staff actually needed.



Instead, I focused on employee evaluation to encourage honest and open feedback. This will create helpful dialogue about career development and enable you to identify specific training requirements.

Within this setting it was clear that the 6 staff needed to advance from a Band 5 Nurse to Band 6 nurse and therefore the identification of the training requirements was easier seen as it is outlined in the Agenda for Change role and Grade definitions.

The areas that where identified within the TNA where not those of clinical skill Manship but those of taking the next step on a management career and progressing to the role of a junior Sister/Deputy Manager.

Following analysis of the TNA questionnaires, talking to staff, discussions with senior staff it was identified that the Training programme for the 6 staff needed to concentrate on areas such as :-

Advanced Communication

Leadership

Self-Awareness

Conflict Resolution

Complaints Management

The training procedure

The training procedure needs to be set up in away  to develop and deliver a sustainable education programme to support the leadership development of band 6 practitioners and to enable practitioners to feel more confident to take on the leadership role and ongoing professional development.

The Programme design, structure and delivery needs to be Practice led, flexible and current. It must have a Blended learning approach – face to face, online and workplace learning . The development 



of these 6 staff are essential so a Rolling programme over 3 months with contact days and Assessment is essential to offer feedback and allow for peer review.

It would be imperative that the first face to face (Day one) allows the individuals to Understand and managing themselves as a leader and Looking after them self and dealing with stress. Following the initial day I would use a BAND 6 MANAGEMENT DEVELOPMENT PROGRAMME COMPETENCY BOOKLET to monitor development and ability over the 3 months. The buy in for this training programme should be from the current Band 6 and Band 7 staff who are to act as support and supervisors.

[bookmark: _GoBack]An example of one of the units is below:-

DEALING WITH DIFFICULT PEOPLE

1. Demonstrates an understanding of the factors that influence other peoples behaviours

 2. Uses assertive communication skills to achieve collaborative solutions to challenging situations

 3. Demonstrates positive self belief e.g. getting point across in meetings, taking initiative to resolve a problem.

 4. Uses excellent communication and interpersonal skills when breaking ’bad news’ / dealing with difficult conversations. 

5. Is able to conduct courageous conversations in a calm and confident manner.
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